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QOFFICE QF THE SECRETARY OF S‘I‘ﬁ:TE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT pIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE

s memerree Ao e _ B B

= ———

F INSTFIUCT IONS: See Publication No. 76—‘!M—1 for mstructnons on completlng thls form. Forward signad original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon' Scheduling Section.

FOR AGENCY USE____ | 1. Agency Address FOR RECOADS MANAGEMENT U8 \.EE ]
App“catmn Date ) Offlce Of the ComptrO].ler General ADP'lCutiOﬂ Numbar - .
‘Insurance Department _
srzeniie]  Agents Licensing Division :&”22*75 ‘i ?- e
Application Number 132 State Capitol o | Dsta Recaived Date Compteatag
e _Atlanta, Georgia 30334 | 00T 11982 | ocT 251982
2. Porson to C.ontnct Working T:th Telephona Numbar
Angela R. Watklns Principal Clerk 656-2100

sy = —— T A . i e A DolTlT ~IIoL LITTmIT LnmniiIias

3 Action Requestad ; _
a. P Estabusn Retention Schedule;"r’?cord wiil continue to accurnulate.
b. [0 Dispose of present accumulation; no further accumulation anticipated.

" ¢. [0 Amand Application No. . e Check One: O Change; O Supercede; O Void

4, Datos of Series _ 5. Records SQries Title (followed by title used in office, if different)
Earliest . Latest )
PRESENT
7-1-80 | 6=81=81 | Certificate of Authorlty Sendbacks for Insurance Agents
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? -

The Agents License Division is responsible for processing applications
and issuing new agents' licenses and renewing pernanent . licenses,
examining agents, conducting pre-hearing conferences; and for
preparing certificates for agents being licensed as non—re51dents

in other states and accounting for all Agents Licensing and
Certlflcates of Authority fees.
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7. Record Series Descrlptlon Thls fiie contains the following documents {mclude form numbers and tltles if any}
) Attach samples of the file.
Documents relating to: Individual Appointmnnts of Agents with new companies

that have been returned to the Company Home Office
Included . because the agents' individual license has not been renewed,
nclugedg are. ’

G.I. D.-122, A copy-of the computer Sendback Form Letter.

N\
Filais arranged: In A lphabet iC_a 1 Order R

- ) '( . \“‘- . R ." o R _\'* ___' N N . ,_‘ . T~ T‘— .
8. Monthly Reference Rate " How often are 8 records referrad to which are: T T
One to six months old 6__ Seven to twelve months old 6 ——; Thirteen to twenty-four months old . 3__ ¥

- twenty-five months and older___1

9 Annual Rata of Accumulation of Rerords
Letter-size drawers ;Legaisizedrawers ___ __ ___;Shelves_________ _;Qther (spx,fy) 4 Cubic Ft.

? - _ -
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12. Aooroved Disﬁdshioﬁ In's;_r_u_c't'ions This agency recommends that the file senes be cut orf at the end of each:
T {J Calendar Year; Xi Fiscal Year; (J Other '

e thEN,

O Hold in the current filesarea ___ ___. month(s) . ..yearls); then
l&> Transfer to local holding area, hoid ... .. _year(s); then

@ Transfer to State Records Center; hoid > 3 .. _.year(s); then

& Destroy.

[ Transfer to State Archives for permanent retention. .
O Other (Specify) '

These instructions apply to all prior and future accumulations of the series.
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qj@_@;% e Date - LReaord: Managgm;nt .ggfng ) -7 ~ Date »
_ Jf—a s{j‘*k el Lo le per |- 2112

|yes ! No ,]9 Quemonnam jPlace an "X" in the pr_pg column) i ______-__",_T_,T‘a;._w;,,,;_ _::!
X . Is this the official copy of the series? . o
I ;-__lf not.where s it? _ e e e
X b. Does the series contain corffldentlal mformatnon requiring secuntv handhng? If ves, u:e law or regulation. ) .
1 X ets this a vital record? s, . TR
_ X d. Does this series have hustoncal or long term’ resaarch value? . i e
8. When one or two documents in the file make it necessary to keep the entlra fl|0 fora Iong penod could these
| X 1 _documents be scheduled seoaratelv? . - ... o o
AR s A Jsthe information contained in this series ever nubhshed? Lf ves. . attach o CODY. e
X g. |s the information contained in this series evsr analyzed and/or racorded in & summarized report? '
121 Ifves.attachcopy. . e e Y
i €| H.s'there a duplication of this series in your office or in another offica or agency? '
S _i_, Myves.where2 e I e
b2 Ll Is this series {or @ major portion of it) reqularly micratilmed? o o R
_ﬁ ___.__[,_1, Does the record series result in a comouter orintout® ..o
11. Retention Requirements ;The fotlowing requires the series to be kept '
a. State Law —_— e — - YOBTS, d. Audit period — _-_-,1‘.%*__vears.
b. Statute of limitation —eeee -, Y@ATS, e. Administrative need USIS——— ] 5
¢. Federal law .years, ¥, Federal retention instructions . ... . _vyears.
Attach copy or excerpt of laws or regulations. Explain administrative need. .-
I e e

\

_ Stata Records Committes (S:gnawrel _ Date
Recommendations in para- | "'Z : i S S it S . — .
graph 12 are approved. State Auditor/Designee . / v / -
{if disspproved, attach /atter e [ S Ry
of explanation.) [ V'Secretary of State/Designee QAJ U QMW ¥, b (1o '(Z/?)/
L _ Attornay General/Designee Jowe- €z

AR~80-71. Rev. 76 (Hlv‘rll Sldo)




